ity of Rochest
B ROCHESTER Sor P Phone: 507-328-2800
201 4th Street SE - STE 10

FIRE DEPARTMENT Rochester, MN 55904-3726 T a0

Email: firemarshalsoffice.com

Making an application through the Citizen Access portal

Site link: https://aca.rochestermn.gov/CitizenAccess/Login.aspx

m Building Permits  Rental Housing  City Planning  City Licensing County Planning  Fire Permits

Please Login

Many online services offered by the Agency require login for security reasons. If you are an existing user, please enter your user name and password in the box on
the right.

New Users

If you are a new wser you may register for a free Citizen Access account. It only takes a few simple steps and you'll have the added benefits of sesing a complete
history of applications, access to invoices and receipts, checking on the status of pending activities, and more.

A

me on this computer

Home Screen Choose Fire

m Bullding Permits ~ Rental Housing ~ Clty Planning ~ Clty Licensing ~ County Planning  Fire

Hello, John Doe

There are no items in your shopping ca
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https://aca.rochestermn.gov/CitizenAccess/Login.aspx

On this screen you can either start a new application

Search existing records

Records

Showing -0 of 0
P —r— =
Search for Records

« Sibe Address

= Cantractor License Information
» Parcel Numbes

= Alecord Information

= Cantact Information

(] searen my recarss ety

ououise sowzn |

Liceme Type:

~Salaci »

First: Last: Name of Business:

Creating an Application

Choose Create an Application / Acknowledge Disclaimer / Continue Application

Online Application

Welcome to Agency’s Online Permitting System. Using this system you can submit information, pay fees, schedule inspections, track the status of your appl
convenience of your home or office, 24 hours a day.

Please "Allow Pop-ups from This Site” before proceeding. You must accept the General Disclaimer below before beginning your application.

General Disclaimer

While the Agency attempts to keep its Web information accurate and timely, the

Agency neither warrants nor makes representations as to the functionality or

condition of this Web site, its suitability for use, freedom from interruptions or from
virus, or no 1t of proprietary rights. Web materials have

been compiled from a variety of sources and are subject to change without notice

from the Agency as a result of updates and corrections.

All trademarks and service marks contained in or displayed on this website are the [
property of their resp: owners. Any rcial use of the materials stored on

[] I have read and accepted the above terms.

Continue Application »

or
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Select a License (this is linked to your account by the Fire Marshal’s Office, if you are a contractor and
this does not show as an option, contact us at 507-328-2800 so that we can link the appropriate

licensing)

Continue Application

Home  Bullding Permits  Rentsl City i City Li = County
Select a License
Saeect 3 BOSrTSE KO 1S FECOnd MOM The 1151 Detow. T Svallbhie D Il (SO tyEsed 5 oeanmined Dy the ryDe OfF the Bosnme s
* Licensas:

Cantimue Applecation =

Choose type of application and Continue Application

» Fire Protection Equipment
iy Auto Extinguishing System
{_) Fire Alarm System
i) Fire Pump
i Fire Sprinkler System
{_) Flammable or Combustible Liquid Tanks
i) Hazardous Materials
i) Ligquefied Propane Tank
{_)Spraying and Dipping Booth
(_) Standpipe System
{_) Underground Piping

Continue Application »
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Enter Street No and Street Name (less is more...See the Address Search Tips

https://www.rochestermn.gov/government/departments/fire/fire-marshal-s-office/citizen-access-

permiting-portal/-fsiteid-1 for more information )

Fire Alarm System

Praped Contact
1 pnichwikon 2 icemalica

T Peamil Informalion 4 Pramil Dacumpeds SF
Step 1: Property Information>Address/Parcel/Owner

Address

*Street No * Streel Narmne: Street Type: Darection:
am 4 ® --Select-- - ~Select--

Urut Type: Unit No
faalact:

City: Statec =Zip:
- Select--

Parcel

* Parcel Number

Lot: Block: Subdivision:

Salact

Legal Description:

Parcel or Owner information will populate from Address Search. Land Owner will populate in Owner

field, if building owner is different, type over what has populated.
Choose Search

Fields will populate or a search box will open, choose address from search (refer to Address Search

Tips https://www.rochestermn.gov/government/departments/fire/fire-marshal-s-office/citizen-access-

permiting-portal/-fsiteid-1 for more information) Select Continue Application (you can also Save to

resume application at future time)
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https://www.rochestermn.gov/home/showdocument?id=31199
https://www.rochestermn.gov/government/departments/fire/fire-marshal-s-office/citizen-access-permiting-portal/-fsiteid-1
https://www.rochestermn.gov/government/departments/fire/fire-marshal-s-office/citizen-access-permiting-portal/-fsiteid-1
https://www.rochestermn.gov/home/showpublisheddocument/31199/637558867733985479
https://www.rochestermn.gov/home/showpublisheddocument/31199/637558867733985479
https://www.rochestermn.gov/government/departments/fire/fire-marshal-s-office/citizen-access-permiting-portal/-fsiteid-1
https://www.rochestermn.gov/government/departments/fire/fire-marshal-s-office/citizen-access-permiting-portal/-fsiteid-1

Contact
1 Provey 2] 2 Permit biormaion A Femii Docmanis 5 Rimdew

AOCHISTEL uh szand

am any ~-Satnct-- -

SUBLIT WURICIFAL

wpll check

Cwmner

Ownar Hame: F Phone
I OF RaCHESTER

Address Lina 1-

e 4575

Address Lina 2

Ciny: State: Tip:

ROCHESTEL na szane

Applicant / Select from Account

Fire Alarm System
. aEE, 3 Permit Information 4 Permit Dacuments 5 Review 5 7

Step 2:Contact Information > Contacts

*indicates a required field
Applicant
dlick Add New busion. To edit & contact, click the Edt link.
[ | s
Licensed Professional
Click the Select from A i To ecit a i i your accourd, dick the Lack Up butien.

ey
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Choose Associated Contact which should be your user information. Continue.

Select Contact from Account b

Sedect a contact to attach to this applicaticn.
I the: contact has multiple addresses, you can select which o use in the next step.

Showing 1-3 of 3

Category Type Hame
o ;':ﬂm Individusl John Do
() Associated License ?D:.I JOHNS TEST CONTRACTING John Doe FIRE CONTRACTOR FIRESSS
() Mssociated Cwner CITY OF ROCHESTER

Discard Changes

Contacts will show on this screen. (PLEASE NOTE: email correspondence including, advice of
payment options, additional required documents, corrections and subsequent permit issuance will be

emailed to the Applicant record)

Fire Alarm System

pr Cantact . . . .
2 Propery 2 Comaat 3 Pemit Informatian 4 Pesmit Documents 5 Review s 7

Step 2:Contact Information > Contacts

“indicasesa nequared Seid

Applicant

Tor ekl v ot click She Select Srom Accourt o Add N b son. To adit & contact, chck the Edit link

+  Contact sacea successaly.
John Doe

ax
£

Licensed Professional

Click the: Select fom Acoount to select our license professional To edt 2 licenssd professionsl, dick the Edit k. To find a licensed professional on your acoount, dick the Look Lip bution

Complete page entering all fields. (Note: if Mayo project, project number must be entered. if a
Building Permit has been issued on this project, enter that permit number. (applications can be

rejected and delayed without this information)
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Step 3:Permit Information >Permit Detail
*indicates a required fickd.

Additional Information

*Job Value{S):
10,000

Custom Fields

TIME AND MATERIAL §

Icertity that Tima and Materials Including sub [/
contractor costs are Included In the sbove bid
valation: +

APPLICATION DATA

Projsct Hame Testingappllcation

Project Number: 2345

Contractor Project Number- rasasd x|

Systom Manutacturer:

BUILDING WORK TYPE

*Ia this 2 now buliding construction?: @ Ves D No

ACA RELATED RECORD INFO

1s this work sssocisted with 5 Bullding Permit (@) Yes O No
Application?:

EBuliding Permif Number: * [ET—

Detail Information

* Detailed Description:

=pell check

Documents

You may run your documents through the Scout Analyzer which will evaluate documents to insure they

will interact with our plan review program. This is recommended.

Document uploads required with each application as follows:

e Shop drawings or a project scoping letter

Scoping Letters vs. Shop Drawings

A change to our historical process is the requirement for a scoping letter to help document smaller projects or minor
remodels. The intent of the scoping letter is to better document these smaller projects without needing to produce full
shop drawings. Additionally, it will help us understand what is and is not in the project scope for both review and inspection
purposes. Scoping letters will still need to be accompanied by product/material cut-sheets as part of the application. Failure
to provide this may result in a rejected application and resubmission depending on product scope.
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The scoping letters will be reviewed as any other plan sets are. If during the review it is determined that project is of
significant size or scope, then shop drawings maybe required. The applicant will be contact via email and further instruction
will be provided.

*Projects involving Mayo properties and associated work orders may submit a scoping letter with the project number
detailed in the body of the letter for review.

Scoping letter requirements

e Drafted on company letterhead

e Detailed description of work being performed to include location

e Signed by company designer/project engineer

e  Copy of hydraulic/voltage drop calculations maybe required based on the scope of the project
e  Material product cut-sheets from manufacturer or vendor

Shop Drawings

e  Floor plan indicating the use of all rooms

e Location of devices/sprinkler layout

e Candela ratings for alarm devices

e Locations of fire alarm control unit, sprinkler risers, standpipes, control valves, NAC power supplies, annunciators
e  Battery calculations, voltage drop calculations, hydraulic calculations

e  Ceiling heights and construction type

e  Fire safety control function matrix (input/output matrix)

The above lists are not considered all-inclusive but are designed to help ensure that projects can be reviewed in a timely
fashion with only one submittal.

Select Add
Fire Alarm System
1 YL = 4 Permit Dozuments 5 Raview 6 Pay Fees 7

Step 4: Permit Documents > Attachmenis

Before 0 I - Scout onfine PDF anabyzor
m '|:|',' with MUl |slands Submittal accepted and will be returmed for reformoats g before the review process can LK!:,'I"
*inciicates a required field
Attachment
The masimum file size allowed is 400 M2
Cinty POF files arc allowed for upload
Mame Type Size Latest Update Action

Mo records found.

Halll

8|Page



Choose Add

File Upload

raeE e A

Continue to Add until you have uploaded all necessary documents and Continue

File Upload

Add descriptions to documents Choose Type as Submitted Drawings Save (you can also add additional
documents here as well)
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Fire Alarm System

2 z ﬁ“hmaim & Inﬁnﬂmﬂ:ln 4 Parmit Documents 5 Review & Pay Faa:

Step 4: Permit Documents > Attachments

Befiowre plans can be Atached, you must use he new Soout online PIF anshyzer o chack your documeants befane uplcading.
Dy et wuphosad plans: Ll Shey are formertied fo comply with Mull lskands Submittal Requirsmerns. Irpropery formartied Ses will not be aocspled and will be rafumed for refammatting before S review proosss ¢

Attachment

The masimum file size allowed is 400 MB.

Hame Type Sime Latest Update Action

Mo reconds found.

*Type:
Submétted Drawings -

Planz pdi
100

* Description:
infonmertion refating to this document can be entered here

spell check

" Type:
Submitted Drawings hd

spa
1D0%

* Diescription:

Infonmartion refating to this document can be entered here

spedl chesck
=3 =

Continue Application =

Attachment confirmation acknowledgement. Additional documents can also be added on this screen via Add

Continue Application
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The attachment(s) has/have been successfully uploaded.
It may take a few minutes before changes are reflected.

Fire Alarm System
1 o E Y EE I . 4 Permit Documents 5 Raview & Pay Fees 7

Step 4: Permit Documents = Attachments

Befere plans can be Atachad, yeu must Use the new Scout anline PDF analyzer o check your docurmernts befiore uploadieg.
Do ot Upikaad phans unti] they ans formatted to camply with MUl |siands Submittsl i fileess will riot be acrepisd and will be returresd for reformeting befons the review proosss can bagin,

* indicates a requirad field.
Attachment

The masimum file sz aliowed i 200 ME.
Onity PDF fille=s are allowed for upload.

Mame Type Size Latest Update: Action
Plare polf Submitted Drawings 1826 KR 05062021 Actions ¥
specpdf Submitved Drawings 15,56 KB D5/06/2021 Actions v

The next screen allows review of application prior to submittal. You can make changes using the appropriate
Edit button. When ready to submit, acknowledge certification and Continue Application

11|Page



lh.s T
U - ¥ morman 1 cengmma e — Py P
e —
1 i, b
Address =
AT
=L
Parrol | mh |
[ ——
e DL
e
.

Addkional Information | - |
ek kT B RGBS
‘Causom Flolds

TRM N HATTRAL L EI
1 ameilly thei Tiene and Hoiedak o

in il cails hew
AT 3
LRy — Terrgacgicasr.

LR — Fraeey

I S —— Frevreen

Npriee Flaradada e
WO 1 EI
Iy Rp———
ACAmIARDECEn " i |
I D e et il s ¥eu

E e r—

=0

‘Amachmant | s |
Tl s o d e $30 HE

oy P e sl b il

[ T . [, -

— [ — e mamaren Jrr—

— [ — am mamaren Jrr—

— —
o e

12 |Page



Next Step will provide the Permit/Record Number and Acknowledgement of submission. The applicant will also
receive an email indicating next steps.

Home  Building Permits Rental Housing City Planning  City Licensing County Planning H

P Payment Receipt’Record
1 Select item to pay 2 fi 3

Step 3: Receipt/Record issuance
Receipt

Thank you for your submission or paymeant.

For Building Permits you will receive an email with further instructions.

For Rental Payments you can now call Building Safety 507-328-2600 and schedule your inspection.
For City Licensing you will receive an email with updates to your license application.

For Fire Permits we will contact you upon review.

201 SE 4 ST, ROCHESTER MN 55904

F21-DOSTFPE
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